Budget Preparation

Running Existing
Spreadsheet Views

Topic Objectives

After completing this topic, you will be able to:

e Run an existing spreadsheet view

e Limit the data selection in an existing spreadsheet view
e Zoom to more detailed information from your view

e Print a view

Topic Overview

The budget preparation system is built around the concept of
flexible spreadsheets, consisting of lines and columns that can be
easily viewed by the user. Spreadsheets are flexible and have the
built-in capability of a database engine. The user can select
specific agency/organizations, appropriations, decision items,
funds, job classes, columns, and objects to examine. Viewing data
is restricted to a user’s security access.

Budget preparation users will be able to create their own
spreadsheet views, as well as run public views created by system
administrators.

In this section, you will learn to run Spreadsheet Views that have

been created by the System Administrator. Later in the course,
you will learn to create your own views.

Running a Spreadsheet View

To access a view created by the System Administrator, select
Spreadsheet Views from BRASS menu as shown below:
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Utilitiez  Window  MIUDz

Reports

Budget Forms
Spreadzheet Update
Perfarmance Meazures

Allacation...
Info Edit...

The View Selection and Display screen should display as shown

below:
' Yiew Selection and Dizplay E

ﬂew\fiewl 0K I Cancell

j ¥ Show Public

e Name:l

ACI TOTALS BY FUNDS [KAL}
CI TOTAL BY HE {CIQ)

CI TOTALS MR AND CONST (K
CL_§% PAAM]
CI_FTE {WAM)
CIZ_§5 {vand}
CI2_FTE {WAM]
CIREAPP §§ [WAM]

Enter the following information:

e Check the Show Public box to see Public Views created by the
System Administrator. If you do not check this box, only the
views you created will display.

e View Name: Single click the dropdown arrow. Select the
View you wish to run. For training, a public view has been
established for each trainee. For production, clicking Show
Public will show the views available to you.

After selecting the view to run, the default information will
appear on your screen as shown below. Four areas appear on the
screen Approp, Other, Sections, and Decltem.

Page 22 SAM Il Training



«« Wiew Selection and Dizplay

Edit View | 0K Cancel |

ey NamEZICONS PLBLIC VIEWY j [T Show Public

— Approp ————— - Other

~ =
Table: [ AL AgOry

 Fund  JobClass
Apprap: IhDEIEIEIC :I
AnOrg: FlEIEIIZIEIEIEIC

— Sectiohs —— r Decltem
o
s E””E Al C Select

pRrop

" Fund
" Decltem
= AgOrg
" JobClass

You are able to change this information to meet the needs of your
view. You cannot, however, change the lines (objects) or
columns selected in the view. These have been pre-established by
the System Administrator. To view other columns or lines, you
will need to create your own view.

Selecting Appropriations

The Approp area of the View Selection and Display screen
contains two selections to create a view.

Table: You can change the Appropriation Hierarchy and the
Appropriation code to be included in your view. You should
always use Hierarchy Table 01 unless notified otherwise.

Approp: You can choose a single non-consolidating appropriation
number or a consolidating appropriation code for your view. If
you choose a consolidating level, your view will pull information
for this appropriation and all of its children.

When running a public view, it is possible that the default Approp
selection includes an Appropriation outside of your security
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branch. If you run a view with for an Appropriation code outside
of your security branch, you will receive an error and have to re-
open the view. Because of this, you should always select your
appropriation code from the dropdown box before executing the
view. Only appropriation codes you have access to will appear in
the dropdown menu.

' Wiew Selection and Display
Edit VYiew | 0K I

ey NamE:ICDNS PLELIC YIEWY j ™ Show Public

Cancel |

- Approp —_— Other
i *
Tahle: i 1 AL AgOry
: " Fund T lohClass
Approp: (40000 :I . e
0] Marme

— Sactions — STATE C STATE

1

& Nane HBOZ2 2 C HOUSE BILL 02

T Approp £0000C 3 C ELEM & SECOMDARY EDUCATION

::Fund £0000G 4 C DESE APPROPRIATIONS

e Decltern | ypooons 5 ¢ HOUSE BILL SECTION 02005
Ag0rg £0105C E C DESE ADMINISTRATION

" JobClass

Selecting Funds, Job Classes, AgOrgs

The Other area of the View Selection and Display screen contains
four selections to create a view.

You may choose to limit the data presented in your view by
selecting a certain Fund, AgOrg, or Job Class in the Other Section.
To include all Funds, Job Classes, and AgOrgs single click ALL.

Because of the large amount of data, you should only select ALL
if the Sections selection is None.

If you choose to include only part of your Fund, Job Class, or

Agency/Org data, choose which attribute you will use for selection
and click the radio button next to that attribute. A selection box for
that attribute, based on its Consolidation Table, will be displayed at
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the bottom of the Other section of the window, as in the case of
funds illustrated below:

= ¥iew Selection and Display E

Edit View | ok | cancel |
Wiew Name:ICONS PLBLIC WIEWY j [~ Show Public
~ Approp =—————— r Other

COALL © AgOry
Table: E1
* Fund " JohClass
Approp: IZDDDDC

Fund: [p101 -1
. [n] Marne
_3'3[\]“;':8"5 p Decltem STATE 1 C State
" Approp SAl - Select GR 2 C GENERAL REVENUE FUNDS
®Eu 0101 3 N GENERAL REVENUE
C Decltem FED 2 C FEDERAL FUNDS
C AgOry 0104 3 N YOCATIOMAL REHABILIATION
 JobClass 0105 3 N DEPT ELEM-SEC EDUCATION

If a consolidating level is chosen, the view will include data for
that attribute and all of its children.

Selecting Decision Items

The Decltem area of the View Selection and Display screen
initially contains two selections to create a view. If Select is
chosen, two more options appear for creating a view.

You can limit the data presented in your view to only certain
decision item numbers. This will allow you to segregate Core
budget requests from New Decision Items. By default, all decision
item numbers are included in your views unless the Select radio
button in the Decltem area is clicked, which brings up the screen
shown below:
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' Yiew Selection and Duzplay
Edit View | oK Cancel |
e NamEZICQNS PUBLIC YIEW j [ Show Public
— Approp ———————  Other
[y i
Table: 1 ALL Aglrg
" Fund " JobClass
Apprap: IHIZIEIEIEIC

— Sectiohs = r Decltem

o S :

s E””E CAl * Select
pprl:lp L —

" Fund

' Decltem D-E

 AgOrg Classification:

" JobClass

In the Classification selection, you can choose one decision item
code, a series of decision item codes or a range of decision item
codes to be included in your view. The Decision Item table box
directly above the Classification box should be left blank to select

Decision Item codes.

Selecting Decision Item Tables

Views can be restricted by data in the Decision Item background
tables. You must first select a classification to limit the data. For
example, you can select Category as the table to view data.
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Edit View | 0K I

ey NamE:ICDNS PLBLIC YIEW j ™ Show Public

Cancel |

~ Approp —————  Other

i+ (e
Table: 11 ALL AgOry
T Fund T lphClass
Approg: EEIEIEIDC

— Sections - Decltem

& Nane CAl © sl

e Approp elect

 Fund I_I-E

 Decltem ﬁ

" AgOrg Classification: [lable Description

" JobClass SMR1
SMRZ
SMRS
Category
ProgTabled
ProgTahled

You could then select one or more categories to limit data, such as

Pay Plan or Core.

Edit View | Cancel |
Wiew NamE-ICONS PUBLIC WIEW j ™ Show Public
r Approp Other
Table: p1 C AL " AgOry
" Fund " JohClass
e
— Sections - Decltem Select Close |
DU CAl F Select - —
:Approp Object Description
Fund 0 Unassigned
" Declemn (= 1 Core
;AgOrg Classification: = Costto-Continue
JobClase 3 Other Mandataries
4 Legislation
.................................................. = o|s Pay Plan
B Enhancements
|

Section Tabs

The Sections area of the View Selection and Display screen
contains six selections to create a view. If one of the Chart of
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Account elements is chosen, two more options appear to create a
view.

Spreadsheet Views allow you to section data by different Chart of
Accounts elements. You can then choose to section the data at
various levels. For example, sectioning the data by Approp at
Level 4 would provide a tab for Statewide Totals and also a tab for
each Approp Group. The screens below illustrates this example:

' Wiew Selection and Display

Editview| 0K Cancel |

Wi Nam‘?:IDivisiun Request {LAW) = W Show Public

— Approp ———— - Other

AL T AgOrg
Tahle; E*l
& Fund " JobClass
Approp: |DDA-5\35EIEIEID
Fund:E'IEH

—ﬁec:tiuns— - Decltemn
Mone ~ &
Fﬁpprnp Al Select

" Fund
r Decl‘tem D-E

 AgOry Classification: [0 000001 0000002
T JobClass 000003 0000004
e 000005 0000006
Level: E AONAOT OROO00S
Type: |Level Description 110

5 HB Section
E Program

7 Approp

g Level 8

9 Level 3

The Approp radio button is selected. Level 4 is chosen in the
Level box.
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+' Yiew Selection and Dizplay E
Editview| 0K Cancel |

Wi NamEIDiuisiDn Request [LAW) j W Show Public
= Approp ———  Other
i i«
Table: [ ALL AgOrg
& Fynd " JobClass
Approp:; IDGA&BEDDDD
Fund: 0101
— Sections —— r Decltem
" None ~ o
& Al =elect
- pprop
Fund
e Decltem D-B
 AgOryg Classification: [0 000001 0000002
" lobClass 000003 ooooao4
_ 000005 ooooa0s
Level [ 000007 0000008
Type: |'lr 0o0000% ooaoata
Both B

Consalidat

Mon-conso

The above screen allows you to choose Consolidating or Non-
consolidating level Approps. Both can be used to select data at
either level. You will receive a tab for every element at the level
selected. If there is no data, you will receive a blank tab. You
should not section data at the Non-consolidating, unless the data
has been limited in the Other section.

Sectioning the data for hierarchical elements (Fund, AgOrg,
Approp and Job Class) are all entered as described above.

For Decision Item numbers, the data can be sectioned by decision
item numbers or by the background tables. If Decltem is chosen, a
tab will be set up for each decision item. If a background table is
chosen, a tab will be set up for each element in that table.

Because of the large amount of data, you should always select
None if the DecItem and the Other selections are ALL. Sections
should be only be used if the DecItem and the Other selections
will filter the data.
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' Wiew Selection and Dizplay

Edit View | oK Cancel |

Wiew Name:lgmginn Request {LAW) j M Show Public

— Approp ——————  Other

i -
Table: 01 ALL Agorg
% Fynd " JobClass
Approp; |DDA&35DDDD

Furnd: 0101
— Sections —— r Decltem
£ None Cal  F gl
' Apprap elect
“ Fund
& Decltern |:|-E
= AgOry Classification: [0 000001 0000002 E'
" JobClass 1000003 0000004
1000005 0000006
rase: [ TEA o oo
Tahle Description |-
1 Categary
SMR1
Agency
Rank
SMR2
FProgTableb -

Executing the View

Once you have established the view parameters, the spreadsheet
view is created with a single click on OK.

While the view is executing, the system will provide you with
status updates in the lower left-hand corner of the screen together
with a progress bar in the lower right hand corner of the screen.

Using the View

The Title Bar at the top of the screen contains the name of the
spreadsheet view together with the top-level organization used to
generate the view.

Page 30 SAM Il Training



Budget Preparation

Spreadsheet Tabs appear immediately below the title bar if they are
included in the view definition. The first tab will be a summary or
consolidation of all the remaining tabs. If more tabs exist than can
be displayed on one screen, arrow keys will appear to the left of
the first tab. Click on these to scroll through the available tabs
until the desired tab is visible.

Spreadsheet View Appearance

You may make a number of changes to the appearance of the view.
These changes will be in effect only for this execution of the view,
but will print if the view is printed.

F File BRASS SBFS Decltem Secuity Utiites ‘window Help =0
Znﬂl 2| b possssoono U1UWU1UC| 0102010 | 0102016C | 0102018C | 01020240 U1UZUZSC| U‘\UZUZEC' 0o
Object Line Name Line Mame PY14ACT  BEGCOR| 8] o
PS FERSOMAL SERVICES PERSONAL SERVICES 2268241 241 525 241 525

EE EXPEMSE & EQUIPMENT EAPEMSE & EQUIPMENT 337,201 356,827 | (1250000 231527

PD FROGRAM SPECIFIC PROGRAM SPECIFIC

Pl FROFPERTY & IMPROVEMES PROFPERTY & IMPROVEME

EX EXPENDITURES EXPEMDITURES 565,442 098,352 | 25000y 473352
TRF TRANSFERS OUT TRANSFERS OUT 330,750 350,000 350,000

AD ALL BUDGET OBJECT CLAS ALL BUDGET OBJECT CLAS| 89,192 945352 | (1250000  B23352

Width of Columns

The width of columns can be adjusted by moving the mouse to the
very top right hand edge of any column. The mouse shape will
change to +. By clicking and holding the left mouse button, you
can drag the column width wider or narrower. When the column is
the correct width, release the mouse button.

Moving Columns

To move a column, move the mouse to the thin empty band at the
top of the column you want to move and single click the left mouse
button. The entire column will change color. With the mouse still
at the top of the column, click and hold the left mouse button. An
indicator will appear at the top and bottom right hand edge of the
column. The column can then be relocated by dragging the mouse
to the new location and releasing the mouse. The column will
move to the new location.
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To Remove split from Screen

To remove the title split from your view, click between the two
bottom scroll arrows and drag the vertical line to the far-left edge.
The column width can now be made wider if necessary.

Z.ooming to Detail

The Zoom Button on a view allows you to drill down to the
detailed information that makes up the number. The zoom only
works on numbers entered through the system. Numbers
interfaced into the budget preparation system, such as Beginning
Core, will not be reflected in the zoomed detail.

&8 Divizion Request {D0AA3IS0000, AGRICULTURE} Hi=E

Zoom| A | » porsssonno |D1D1D1DC| 0102010¢ | 0102016¢ | 0102018¢ | 0102024C|,-.L._.|‘ 4
T |

Object  |Line Name I PY1ACT EEGCOR D DT

=] PERSONAL SERVICES S 228241 | 241525 241 525

EE EXPENSE & EQUIPMENT  |ENT 337201 386827| (1250000  BI187

FD PROGRAM SPECIFIC

Fi PROPERTY & IMPROYEMENYENME

EX EXPENDITURES BE5442| £98352| (1250000 473352

TRF TRANSFERS OUT 330760 350,000 350,000

AQ ALL BUDGET OBJECT CLAS) CLAS| 896,192 o948352| (1250000 823352

1 | 3 [N I

If you zoom on a summary object line, you will be asked if you
want to Expand to Detailed Objects. If you zoom on a summary
column, you will be asked if you want to Expand to Detailed
Columns. Ifthe number is not a summary object or column, this
screen will be bypassed and will zoom directly to the audit trail.

OK

fou are pointing to a cell that is a
summary object or column. Please
indicate the level of detail you would
like to see.

[ Expand to Detailed Columns
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i

0101 0000003 (3503400 |0 ,
2186 0101 0000006 3502354 |0 140 7 500
2186 0101 |O00DO0B 3502354 |0 160 7 500)
2186 0101 |000D00G 3502354 |0 220 10,000
2186 0101 |000DO0G 3502354 |0 580 (10,000}
2186 0101 |000DO0G 3502354 |0 450 2,000
2186 (75,000)
0273 0101 000001 3502361 [0 140 35 553
0273 0101 000001 3502361 |0 160 17 841
0273 0101 000001 3502361 |0 180 17 841
0273 0101 000001 3502361 |0 200 £9,208
0273 0101 000001 3502361 |0 300 53,524
0273 0101 000001 3502361 |0 360 35 553
0273 0101 000001 3502361 [0 4E0 10,704
0273 0101 000001 3502361 |0 50 24 575
0273 0101 000001 3502361 |0 580 53,524

4|

Zuuml
State of Missouri

Division Request {Zoom}
For Object EE, Column DT

4/20/99 2.

Farm:d_sz_view| daaits

[ Approp | Fund [ Decltern | 2g0rg [JobClass| Object Data

4354 0101 0000003 3502351 0 560 (50,0007

4384 a0, 000

2186 0101 0000006 | 3502354 400

To subtotal by different chart of accounts elements, click on the
header line for that column. The data will automatically resort and
subtotal by that element.

If you zoom to detailed objects or columns, you will be allowed to
further zoom to the audit trail by selected a number and then
clicking zoom.

dia Cell Audit Trail M=
State of Missour
Cell Audit Trail
Audit trail for Approp 2186, Fund 0101, Decltem 0000003, AgOrg 350
For Object 540, Golumn DT
4/20/99 22:48:49
Farm:d_ys_wiew_ozll audi
[Farrm Diescription Stage|Column Amount] User|  Time Starmp |Reas
Operating-CORE Chail-Time Lab eqgpt A oW (75,0000 AGR| 414/9317:11:34
(75,000
4| | i |
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Printing a View

Once a view is displayed on the screen and modified, if you wish,
it can be printed to any printer currently defined through your
Windows control Panel. In order to print the view currently on the
screen, single click on File in the BRASS Main Menu Title Bar.

ﬁ BRASS SBFS Decltem  Security  Utlites Window Help

s 000 | 0101010C | 0102010C | 0102016C | 0102018C D1DQDQ4C| D1DQDQSCI 0102026C | 0
— Finder

[ Refiesh Line MName PY¥1ACT  BEGCOR 0} o
IPS Page Preview PERSONAL SERVICES 228 241 241525 241 525
EF EXPENSE & EQUIPMENT 337 20 356,827 (125,000y 231827
|PC Printer Select PROGRAM SPECIFIC

Pl Dynamic Data Exchange r ME PROPERTY & IMPROYVEME

| File Export

E Restart EXPENDITURES 565 442 598,352 (125,000) 473352
TR Exit TRANSFERS OUT 330,750 350,000 350,000
AD |ALL BUDGET OBJECT CLAS ALL BUDGET OBJECT CLAS 896,192 948,352 125,000y 823352

Margins, orientation, and number of copies can be changed before

selecting OK to print.
éia Print
Printer | OK Cancel |
Frinter: |HF' Lazerdet 550 on WOASAMINHPL CDpiES:E _____ il _ __ 3
F'ages:l

Eriter pages andfor pages separated by commas. o
For example: 3,7,13-17

Margins Orientation

Left: 0.75 Right: I 0.75 & Landscape

Top: I 1.25°  Bottam: I 0.75 T Partrait -

To select a printer other than the currently defined default
Windows printer, choose Printer Select from the File menu to
bring up a list of all printers available to you. Select the printer
you want by clicking on it from this list.
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ERASS SBFS Decltemn Secuity Utiities ‘window Help
Cloze
Finder

Refresh

Fage Preview

Errirt Ctrl+F
Frinter Select st {DDAA3S0000, AGRICULTU

Q.pnamh: Data Exchange k J_I LI DoAa350000 | p1010

Eile Expart

Fiestart ame P

E it HIES ARD WAGES 228 24
| | TFER=OMNAL SERYICES 22

Printer Setup

Frinter: 0K

I
[ " Whaear Cancel |
icrozoft Fas on Fés:

Rendenng Subsystem on PUE:
Genenc / Text Only on FILE:

;I Setup...

Once you have selected the desired printer, single click on OK.

Refreshing a View

Because data is constantly being updated through Budget Form
entry, you may want to refresh a view that has already been
executed. To refresh, select Refresh from the File menu. You can
also select the refresh icon from the toolbar. The numbers will be
updated to the most current information.
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BRASS  Utlites ‘window Help
Close
FEinder

Frirt

Frinter Select _Aw} {DDAAIS0000, AGRICULTURE}
Dwnamic D ata Exchange 3
File Expart
Restart GWREC GVYRECFTE WK1 PY1ACT BEGCOR
Exit ML SERVICES 441 525 63 19 546 417 241 441 525
EE EXPENSE & EQUIPMENT 3,250 550 0 97 517 | 3,170,337 | 3,354 850
PD PROGRAM SPECIFIC 0 0 0 0 0
Pl FROPERTY & IMPROVEME 0 0 0 0 ol
0 0 0 0 0
EX EXPENDITURES 3692 075 63 117 062 | 3,587 578| 3,796 375
0 0 0 0 0
TRF TRANSFERS OUT 350,000 0 10,500 330,750 350,000
0 0 0 0 ol
A0 ALL BUDGET OBJECT CLAS| 4,042 075 63 127 562 | 3.818328| 4146375
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Exercise 1: Running an Existing Spreadsheet
View

M] Scenario:

You re interested in what was loaded into the budget
preparation system as your beginning core.

Complete the following exercise:

Running an Existing Spreadsheet View

Step 1.  Select Spreadsheet Views from BRASS menu.
Step 2.  Click the box for Show Public.

Step 3.  View Name: Select from the dropdown menu the
spreadsheet view created for you — DEPT Public View.

Step 4.  Complete the View Selection and Display screen as

follows:

Approp: Table: Select default of O1.
Approp: Select your Level 3
consolidating approp code.

Other: Click the AgOrg button. Select from
the dropdown menu your Level 3
AgOrg code.

Decltem: Select default of All.

Sections: Select default of None

Click OK.
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